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- 1 General Nature and Organization - .
o . . of Apprenticeship.” - ~

-

What Is Apprenticeship?

Apprenticeship is a unique, voluntary traiming system through which individuals acquire trade and
craft skills and knowledge. Training combines daily on the-job instruction 1n manipulatve skills with
pertodic dassrvom nstruction in te;chmcal subjects related to work requirements. The training design
provides for learming all required practical and theoretical skills and knowledges for the chosén skilled
vccupation. Practical aspects of work are mastered on the job as apprentices are rotated through all
phases of their particular vecupations. Theoretical aspects of work are mastered duning related subjects
mstruction 1n the classroom. Related nstruction continues throughout the apprenticeship term and
provides an opportunity to consider. in depth. the underlying principles of job activities. This
arrangement of on the job and classroom 1nstruction 1s a standard part of typical apprenticeship
indenturing agrcemmts Itensures the individual's empluyability and guarantees competent workers for
industry by providing for learning the complete range of skills and knowledge during training,

" The training system has requirements about the tme period for apprentice training, pay. and
performance expectations. For example, the required length of time for training generally ranges from
one to six years, depending upon the speaific trade. The majority of programs require three to four years of
work and study to complete an apprenticeship. Since apprentices are full- ime employees of the company
in which they are apprenticed, the systemincludes a pay schiedule for apprentices while they train. Usually
the ~wage scale begins at about half of a journeyman’s rate and increases progressively with b&llbf&k[()l’)
Lomplctlon of work assignments and training ségments. Near the end of the apprenticeship term, pay
ranges from 90 to 95 percent of the full journeyman rate. The system also requires a formal written
agreement between the apprentice and the program sponsor inwhich s set forth expectations. duties and
vbhgations of each party for the apprenticéship term. Among.atems typically mwrporalcd intv the
agreement afe provisions for related instruction, overtime regulations, minimumwage schedules foreach

penod in the apprcnlucshlp term, and approximate time schedules for traimng in different aspects of the )
occupation, _ L )
- . -
; . . . - )
. ' "4 y
Why Is Apprenuceshlp Importax\ﬁ A ;

LY

For centuries apprentlceshlp has been a preferred method of traming, Thmxsands of w urkcrs have |
been trained to perform effectnely in high-skill and technical occupations to the advantage of both the |
indiiduals and program sponsuts.*For the apprentice.the advantages for particpating n the trammg |

‘system include the following; . i ! . o
1 Gammg varied skills thtough mstructxon andixpencnce in all major aspects of d'trade or
craft; .. 2 u . »’
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2 A Basic Core Curriculum’

2. Learming to work in harmony with drfferent types of trades and crafts people in a work
setting.

3. Learnmg to work within a Company or work orgamzatron

. 4. Learming about each skilled worker's part in the productivity plan of the mdustry and/or.
+ business; :

Receiving a wage with regular increases while learring a skilled craft or trade;
Increasing employability and economic security; and ©

e

Receiving recognition as skilled workers from peers, ]ourneymen employers_and union
members. -

For the program sponsor, the ad\antages for participating 1n the apprentrceshrp training system
include, the following: ) ,

l. Developing and ensuring a supply ef trained. skilled apd nowledgeable workers and
supervisors for their operations;

2. Increasing worker productivity. overall skill levels and versatility:

3.. Lessening ‘the need. for supervision of employees by developmg initiative, pride in
craftsmanshrp speed and accuracy in work: and . .

* 4. Continuing to attract a constant flow of capable men and women 1into the trade or craft_

. . . -
]

RN

~

Which+Occupations Are’ Apprenticeable: . ' .

Apprenticeship 1s a training system for éi'ming any of the more than 700 apprenticeable trades or
crafts. Included 1n the system are occupations such as machinist, plumber, fire medic, x-ray technician,
die maker, water treatment plant operator, eleetrrcran. millwnght and printer. Apprenticeable occupations
generally are defined by the following:

a" Skills are léarned primarily through a combination of on-the- job training supplemented by
related technical instruction.

b. Trammg requires at least 2:000 hours of'work experience plus related instrl}ttion

¢ The occupation involves manual, mechanical or technical skills and is practiced industry-
e wide as a recognizable trade or craft

d. Training for the occupation involves the development of a body of skills. sufficiently well
defined to be applicable throughout an industry.

e. The eccupation does not primanly involve only sellmg managerial, ¢lerical or professional
activities.  ° .

\ X
Who Is Involved With Apprenticeship Programs? '

The two parties most intimately involved with apprenticgghip programs are individual apprentices
and program sponsors. Apptentices are adult men and worffn who are full-time members of the work -

force while training through work and study to become even more proficient. craftsworkers. As
apprentices, they are among a select group of workers. To be chosen for apprenticeship, applicants must
be able physically to perform the work of the craft or trade; must meet minimum age requirements, and

\‘l.‘_. _. - " . 6




C " The Nature of Apprenticeship 3

usually must satisfy the program sponsor by test, jntenview and records that they will profit from the
training experience. For most trades and crafts, applicants must be high school graduates ur must have
earned high school equivalency certificates. Formal selection procedures are established by the sponsor
and take into account equal opportunity provisions of federal and state law.

The program sponsor plans, administers and pays for the program. Spounsors can be. indwidual
employers, groups of employers or combinations of employers and unions. Combinations of equal
numbers of employers and umons are called:joint labor management apprenticeship commuttees. The

" term often 15 shortened to Juint Apprenticeship Commuttee (JAC) ur Juint Apprenticeship and Training
Committee {JATC). The latter term, JATC, apphes if the commuttee admimsters a journeyman training
program to upgrade craftwork skills in addition to directing an apprenticeship program.

The sponsor sets policy concerning the conduct of the program. Jurisdiction includes selecting and ,
indenturing apprentices, supervising training, egtabhshing traning curnculum and cemf) Ing apprentices
as journeymen upon completion of the program. : . : /

Apprentices, local apprenticeship commuttees and.‘or curporate directors oftrammg are not the only
\Sntmes involved with an apprenticeship program. Other involved groups and organizations include the

ureau,of Apprenticeship and Training (BAT) of the U.S. Department of Labor, the Federal Commuttee
on Apprenticeship (FCA). the State and TerrrtorralApprentrCeshlp Agencies (SAC) and the National Joint
Appreﬁ\ceshrp and Training"Committees.

The federal role, as authorrzed}by the National Apprenticeship Act of 1937, is to promote labor
standards that safeguard the welfare f apprenticeships and to gurde, improve and assist apprenticeship.
BAT maintains a field office in every state and Jworks with employers, unions and state apprenticeship
agencies to develop programs and devise ways o give better training. The Bureau approves and registers

programs, provides technical assistance to empluyers on traimng and searches out new ways to expand
apprenticeship. BAT also encourages labor and managemént to determine future needs for journeymen
*as a basis for establishing apprenticeship programs. Further, it encourages development of adequate
educational faciliues and programs, promotes equal opportunity in the selection and ¢mployment of
apprentices, conducts or sponsors studies of the system designed to improve its effinency, distributes
information related to apprenttceship and stimulates active support of effecuve prugrams amoyng all
pertinent organizations. .

The federal role 1s enhanced by thé activity of the Federal Committee on Appre‘nmeshrp one of the
oldest public advisory commuttees in the federal government. The Commuttee is composed of 25 persons
appointed by the Secretary of Labor and represents management, labor and the public. FCA advises the
Secretary of Labor on concerns such as expanding apprenticeship and journeymen training in all sectors

~ ufthe economy, increasing the effectiveness of equal upportunity programs. promoting ylaborstandards to
" protect apprentices, improving relations and coordination with other training systems, identifying 4
. research needs and strengthening cooperative relatonships with state apprentrceshlp and’ traimn
. agéncies. . v
State and territonal apprenticeShip agencres have been established in 32 states and terntogles.
Ideally. each recewes policy guidance from an apprenticeship council composed of employer, laboy and
public representatives. Councils devise and overseé procedures for recognizing apprenticeship pro rams
in the states. A number of SACs have staff to help employers and unions develop, expand and improve
apprentrceshrp programs. Their work is carried onin cooperationwith BAT. Each uses the BAT standards
' as the minimums for estabhshmg programs but may add other state reqarrements in addition tothé BAT,
specifications.
~ National Joint Apprentrceshrp and Training Commrttees operate ina number of trades They are
composed of representatives of national employer assécrations and international labor orgamzations.
These commuttees develop standards for their trades that serve as guidelines for local apprentgeship -
programs. Also, the committees encourage local affiliates to develop and conduct programs and provide
them with information on need for apprenticeship. materials, changes in technologus and training methods

’

"
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Localapprenticeship programs may or may not be registered. Registration means formal recognmition
of a program by a state apprenticeship agency or by the Federal Bureau of Apprenuceship and Training
Programs can be registered upon request of the sponsors when certain pasic critena are met. The benefits”
of registrauon include

Assugance ot a quality standardized training component;

2 Assurance of a progressively increasing wage scale: : . .

3 Asurance of a \pcuhcd term of traiming with clearly demarcated pomts for and arecord of
. assessment, proniotion. and ingreasing brethh and depth of training;

4. As summc of non-discnminauon; o

*
- - {
5 \\summe of a probationary period wuhoul penalty:
0. (Jrcmcr.‘i)‘l) opportumues and secunty. and ’ )
- Ceruhcat®wn upon completion, : P « . P
- . ¢ .
. .
Y
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2. Related Subjects Instruction

“Related Stbjectstistruction 1s an integral part of an apprenticeship program. It provides each apprentice
with the theoretial and technical knowledge base necessary tu become a successful journeyman. 1y also
provides addjtional practice and useful examples’of job-related skills and knowledges at work.

Al registered programs include related subjects instruction. The National Apprenticeship and Training
Stan&\ds require that amumimum of 144 hours per year of apprenticeship training be provided to each trainee
in relateyd and supplementary subjects. This period of ume can be increased by trade and craft standards or by
program Spunsdrs if content warrants the increase. Sume industnes require as much as 200 to 300 hours yearly
in related subjects study by apprenslce‘&‘ ) . .

The content of related subjects nstruction, hike the number of hours required, vanes by trad¢'ur craft. In
general the kinds of subjects taughtinclude (a) the theory. prinaples and technical knowledge needed on the
jub. (b} aunthary informationthat assists.aworker to better accept and disc harge hts or her responsibifties.and
(0 vceasonal manipulative skalls that are important to the craft or trade but are not provided conveniently in
the apprentce’s un-the-job tramming, Frequently this means ythat related subjects instruction includes the
panciples, cuncepts, and nfermation that apprentices mus&mow and use from subject matter such as
mathematies, general phy sical saences, safety, basic measurement, and blueprint reading as well as the study
of trade-speufic matenals and work processes ‘procedures. In additon, related subjects instruction helps to
ensure that workers can communicate effectively 1n job-specific ways, can work effectively in organizations,
and have know ledge about the apprenticeship system. Howeyer, regardless of the trade, craft or situation, the
subject matter 1s current to jub demands, pracucal. and direcdy useful 1in working in the eraft or trade.

Related subjects instruction 1s an important portion of the apprenticeship training system. Overtime
work s not permutted if igvould interfere wath related instruction atthdance. More importantly, in @derto be
wrtified as a journeyman. an apprentice must attend and successfully complete the program of related
mstruction. Apprentices, while not always enthusiastic about attending in the early stages of training, are
encouraged to take the instruction seriously: In the occasivnal instances when apprentices fail to fulfilf their
related subjects responsibilities, sponsors are authorized and required to take appropriate disciplinary action.
Conversely, apprentice advancement in pay grade and respunsibility 1s based in part on performance in related
nstruction You, as a related subjects instruc tor, have an important role in both types o§decisions by supplying
data un which the deasions are based and by offering recommendatigns to the ‘sponsor. '

While some industries have created their own industry-specificy day-time, paid. related subjects

. mstructional program, most related subjects instruction is delivered 1n the evening through programs that

neither pay apprentices for ume nor provide formal school credit. Frequently instruction is offered in
wwnjunction with pubhic education orgamizations at exthier secondary or pustsecondary levels. The instruction s
provided inavanety of setungs including in typical classroms, 1n shups vt laboratories, in the work place, in
the library, at the traiming facility. orin theumon hall. Sometmes, particularly in rural areas, related instruction
i» even prouded 1n the apprentice’s home through independent study arrangements or correspondencee
courses of equivalent value to other courses of study. . '
Regardless of the instrucuonal setting or the speafic content, you must remember that related subjects
mstruction 1s cntical to the successful tramning program. Related subjects instruction, as a segment of a work-
tt\ining program, 1s of particular value in that it helps tu equip dpprentices with technical knowledge and
mdmupulative skills, provides a background for promotion, substitutes for.on-the-job training that is too

¢ »
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6 A Busic Core Curriculum \

difficult or expensive, and contnbutes to indiidual self-esteem and acceptance as a competent craftsperson
In combination with on-the-jub training, research findings suggest that it remains the most effiaent means of
providing employment traiming with better results than either on- the- job traiming by itself. related instruction
by atself. or other types of traming such as tradivonal educauon when addressed to prepanng for
apprenticeable occupations, :

4 ’ ‘ . ‘ ' - ' ' '( '
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3. Instru-b{ting Adu]ts: Your Role and
Characteristics of Adult Learners -

- N
R .
. v

v o ] »

In order to dere the maximum benefit from the time and effort you and the apprentices 1n your
charge invest in related instruction. you must gemember several basic ideas about the nature of teaching
adult learners in related subjects. First, remember that you were selected as an instructor because of your
quahfications and abilities including yout skills as a trades or craftsperson, your technical expertise, your
leadership capabitities, your abihty to communicate and your personality. You will use each of these

*talents i your role’as a related subjects structor to bndge the gap between trade knowledge and trade

skills for apprentices. .

Second. as a related sybjects istructor, remember that you have legal and moral responsibilities to
the spunsur and the apprentice. You have beenhired by asponsor to tram a number, of apprentices and you |
must follow the terms of that imphat contract with particular attention to proyiding the sponsor with
attendance and progress reports for each apprentice. You also must meet the contrgetual requirements of
ume and subject matter for instruction speaified 1n the apprentice agreement signed by the employerand
the individual apprentice. In addition, 1n most states, you are legally responsible as ateéacher for the safety
and welfare of the trainges 1 your charge during mstruction. This tesponsibility extends not only to
dassroom activities, butalso to field trips and to instruction you might provide in other places such as the

 workplace. Of particular concern are use of proper procedures and safety devices when demonstrating
_uses of tools. While most prbgrams will carry liability insurange that protects the instructor against

neghigence resulting an accidents, you must take reasonable precautions and give the trainees safety -
instruction.antegral with every skill taught. Further, wontinuous supervision must be exercised with
apprentices during training. . ) \ . C,
Third, remember that groups of apprentices are made up of individuals with different needs,
aspirations, backgrounds, abilities anddearning styles. Do not assume that apprentices are, by reason of
being adults, proficient learners, Instead, use the following ‘.hamu’&(istms that pertain tw adult learners

t
N

hke apprentices: S 5 ;
’

o Adults need to feel ownership of knowledge and skills in order to commit the information
‘into the individual's working repgrtoiré’ . ’

+ Adults must visualize-apply. and practice skills and knowledges. .

o Adults prefer to work with matenals that arg exphait, concerete, and related to practical;
* personal experjence. . o

o Adults tend to. learn relatively less effectively 1n anxious and stressful situations.
¢ Adults usually attempt to relate new information and skills to prior learning and experience.

o Adults prefer to work with matenals that are clear and offer certainty about the points under
consideration. -

7 -
o Adults respond positively to clear goals, expettations, feedback dand reinforcement.

o Adults are not necessarily proficient learner® and usually differ dramatically in abilities and
prior experiences. ’ -
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Adults are more profluent n remembening visual sumuh as u)mpared with written word
stmuls .

o Adults prucess verbal mformation better than any other form of communication in orderto -
form congepts. subject only to the effects of prior job experience. .

o Adults prefer to work with relatvely smaller units of matenal at one time.

In related bllb]L‘Ltb nstructionthere1s a relatively small amount of time to deal with arelatvely larg,e
amount ot material. Be certan that the materials you use make effective use of the available time. Further,
be sure that the maten 11’5 have been developed for the target audience of adult apprentices, given that ()
adult learmnz,, charactenstics differ somewhat from the charactenstics of other learriers and (b) usually
the related subjects instrugtion period vccurs at sumething other than an optimal time for learning.

Given the characteristics of the majonity of adult learners there are strategies that you can employ to
revise or develop useful instructional matenals for adults. These procedures or strategies have been
cumpiled into three groups accordingto the learner charactenstic with which they.are associated. Employ
those that are apphcable to your situation in order to improve mstructmn -

S

» -~

Characteristic: -l!fed To Be Co?nfortab,l'e With Learning Situation

\dults preferto learnin relatvely less stressful and anxiwus situations. Stress often 1s unknowingly

ingroduced nto the learming settmg through factors such as lack’of clear or explicit expectations or

materials of mappmpnatc length and difficylty. Remember. adult learners are_ more different as
mndviduals than younger lcarners due to different life experiences,

There are strategres you can use to correct the difficulties associated with stress in the matenigls you
use. For example, you can reduce uncertainty by wnting ut and discussing with learners performanw
ubjectivey that eapress the expected vutcomes of mnstruction. You can reduce anxiety and confusion
further to the degree thatyou wnsnstcntly provide’ mtroduutory information and dlrutlons that describe
what will ocur dunn@, nstruction 0 terms of ume use, resources required, use of materials and
equipment, >equcnw of activiies, and evaluation, .

A second strategy to reduce stress 15 to prepare 'matemls su that the lralme experiences success
while learning the mformavon. If you prepare or us@ materials in a Lompetency -based and/or
performance-based format you wil enhance greatly the probability of this type of success oceurring, The

.matenals described i this module have, been watten as competendy-based and performance-based

matenals. »

"The most importarit strategy for reducing stress in using wrtten instructional materials is to make

sure that they are written at the appropnate level of difficulty for the user. On the average, adults canwork
effectavely with 6 to 7 items of new information at any one ume. Further, ability to work with information
1> hmuted by the attention span and reading level of the reader, the sheer volume of words to be read and
thy ume artakes to commit mfurmatnon into one's long term memogy Given these factors, limit
mstructional ma)lcnals to wntten segments of 5 to 10 typed pages per major point 1 the lesson.
Additionally, do not exceed 6 7 major points in any one lesson. Usually you will be more effectivef you

‘deal wath only* five. (5). Farther, 1f at all possible, adapt matenals such that they become self-paced

materials. This allows for differences in reading ability -both speed and comprehension. As importantly,
the self-paced aspect allows time for apprenuces to process the mformation and commitit t mermory.

_Taken togethet. these strategies provide adult learners with a sénse of control over use of the materials.
Further, the strategies reduce the pussibility of feeling vverwhelmed by large amounts of new materials.,

The matenals described n this booklet conform tw these speafications for assisting adults to be
uomfortable n learmng, sityations. “* ’

“a
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\ Chd}acwﬂstic: Need For Ownership of Information and Skills e

Adults Jearn best when they perceive thal they ownor possess‘ndividually the informpation and skills
under consideration, This need is expressed 1n three pnmary ways. First. with wntten matenals thatteach
rules. concepts and préheiples. adults processthe informationin theirown words during and after reading
i orderto denve the meaning of the passage andn order to commit the information to memory. Second.
when working with items. ditections. and skills, adults actively imagine situations in which they mentally

ake the role of a person ustng or reacting to the information or skill. As they visualize the situation.
behavior and consequences of action, they commut the skill or knowledge to working memory. Trial and
error through practice permits. more realistic and vivid intormation processing mn this regard. Third.
adults usually wrll attempt to deal with new information initiadly by trying to compare or associate the new
intformauon with_pnor learming. S :

) «

) A Y 3 e L
£ ach af these three factors associated with the need to feel ownership of new-knowledge and skalls -

has specific imphcations for you as an structor as you design or adapt insiructional materials. For
example, i terms of the propensity of adults to restate rules. conicepts and principles in their own terms,
be certain that the materials are written at d level of difficulty that matches the skaills of the learner. In
general. vocabulary should be geared to about the twelfth grade level for most adults. While some learners
"will imsh quickly. most learners will be able to recogaize and use the vocabulary used in the materials,
['his means that the vocabulary should be shghtly more difficult than that used on the editorial and front
pages of most major newspapers. In addition to vocabulary. check the sentence structuré or the manner in
which the words are orgamzed into sentences. To the degrée possible. the majority of sentences should
conform to the standard form of Enghsh sentences. This means that the majority of sentences should,
.contain a subject. usually a noun. at the beginning of the sentence logetl;er)/vith apredicate. introduced by
a verb, that immediately follows the noun. In addition. usually there will be short descripve phrases in

' , ’ Instructing Adults ~ 9

1o,

either the subject or predicate. Avord matenials with long sentences and compound sentences. Further.’

the verbs should be action verbs that describe concrete occurrences to the extent possiblerSentences of
this type help to builld mental images or pictures that assist in understanding information. Give particular
attention to the first sentence of each paragraph. It s called the topic sentence and should express the
major point in the entuire paragraph. 1113 the one sentence that virtually every trainee will read sp be sure
that 1t registers or introduces the point you want to make. i <
‘ N : N . - ‘

In addition to restaung rules and concepts in their own words. adults take the role or imagine
themselves using new directions and skills. They consider the séquence of activity. the specific directions
and the consequences of action. By developing this mental tmage (or actually practicing). adults can
commugn entire set or sequence of information or activity to memory. As an instructor. provide adequate
amounts of both exampl¢s and practicg situatiogato peray learners to process the informationand skills
under consideration. Remember, adults learm begt-ﬂ} igh pracuce and concrete examples. Practice
situations and opportumties, together with examples. are highhighted in the core curriculum booklets.

-
Rt s

~ Secuning ownership of information and skills by comparing new information with prior learning also
has infplications for the design of instructional materals. Specifically. 1f you can provide explanations and
compansons of new and oldinformation within the narrative. #hen you'can assist the trainee tomaster the
intormation. The more familiar the message 1s to the’audience, the more rapidly the meaning will be
percewved and the more casily 1t will be learned. Similarly. if you explicitly point out the differences
between the new and old information yowwill help the learner to avoid confusion between the two ideas
and md in accurate learning Therefore. when possible. help the learner compare new and old materials

* accurately and exphaitly. Use older matenal to enhance learning since once learned it becomes part of the

trainees’ priar experience. \ s




10 A Basic Core Curriculum

. . *
AN

Characteristic: Need For Explicit, Concrete Information . :

.

Adults learn best when they work with explicit, concrete information. This need 1s expressed in the
types of information and types of presentations that result.in the most effective and efficient adult
learming. Guidehnes to help you in writing or adapting materials are as follows:

N
1 After presenting each major idea. ask two kinds of questions of the"learner. First, ask
specific factual questions about the major points of the lesson. Second. and more
importantly, ask application questions that require the trainee to transfer the information
¢ ‘and skill to a new situation in grder to agswer the question. Questions have the effect of
: forcing apprentices to consider concrete instances of the information as well as result in o
making the information more personal in nature. ' '

Include examples and practice situations irthe materials. This is the single most useful way
to make the new information and skjls relate to personal experience as well as to make the
, ideas concrete. Often you will find that apprentices can help supply the examples to use
' duringinstruction once they have read the background materials and youhavediscussed the .
information in class. In using’examples. try to’demonstrate the wide variety of work
applications for the information under consideration. When providing practice, try to create
real or simulated situations in which the trainee must apply the information or skill under
_consideration. . .

[8%)

3 Present information in a combination of narrative and visual forms, Written materials are
particularly useful for teaching difficult information because they can be reread as many .
times as necessary. In addition, information dealing with time or saguence usually is better
presented in narrative form while information dealing with space usually is betterpresented '
in visual form. When both narrative and visual forms are used to explain a single concept,
rule. idea or skill, the probability of effective and efficient learning is increased. When using
visual presentation. diagram$ and line drawings are usually most effective because they -
emphasize major points while eliminating distracting information. ' .

» 4 When writing or adapting materials, try to include verbal and visual mediators and cues to
note the major points. particularly if the materials ate longor difficult to understand. Often
.- handwnitten notes in the margin are the most effective mediator. Be consistent in using cues.

5 When writing or arranging sections of the materials, order information logically and anchor
each to a major idea or organizing concept. Arrangement of materials can follow any of ,
several sequencing schemes. In general. ordering according to chronology or by reasoming . »
from concrete examples to abstract principles are the most useful sequencing procedures .
use with adults. In addition, you should consider developing and using an introductory or
closing summary for the matenals. ‘ ‘

6. When writing or adapting materials, devek'zp a standard fdrmat and use it consistently
‘throughout the matenals. All learners,and especially adults. establish a learning set or,
patternif materials are consistent. Once having established a set, learners-are very efficient .
at working within the set. ‘. '

-The matenals in the core curriculum booklets have been prepared.so that they incorporate these
suggestions for making materials concrete. The booklets contain practice situations, “examples,
uestions, combinations of narrative and visual information, mediators. sequential ordering of concepts.
and a standard format for presenting information. Each technique will assist arf adult learner to master
the material. 5 .
- Figure 1 is a checklist of the major points discussed'in this section on preparing written matenals for
adults. Use it to asse'ss\the wrtten matenals you use currently in your related subjects class.

wc - c
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: Figure 1: Checklist of Factors to Look For in Well Written. Instructional Materials
\ -

Characteristics Yes <-----> No

1. Are clear concise performance objectives provided? 1 _1 ‘L,H_L,i,_‘l

2. "Are complete, Spécxfié directions included? [T O O I

3. Age major points limited to no more than 6 to 7 per lesson? . N T

4 Is the page*length per mafor topic 10 or less? TR

S. Are the materials self-paced? (U S (R By

6. Is the vocabulary about‘as‘difficult as that used in major'neWspapers? oL 11

7. Do most sentences follow the standard form of English sentences? (IS T U B

8. Do the topic sentences of paragraphs contain the essential information 1.1 1 1 \

of the paragraph? \ ” (

9. Does the materia;l provide éxa‘mples' that illustrate applicétion of ideas?> l_l_.1 1. |
10. Does the material include amble Qréctice opportunities for lessons? [ NS T P
11. Are the matenals written in a competency-based format? [ S R |
12. Do the matenals compare new information to information covered [ N IO B

previously? ' .
13. Do the materials include appropriate questions? L.t 1 1
14. Are combinations of narrati\}e and illustrations used to teach the most [ L B O |
important information?
15. Is ir‘1for'mation organized around a central\zz/mchorir;;g idea® [ N T
16. Are learTng tasks and requirements consistent throughout the {naterials? [ T T
17. s introductory and summary information included?
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‘4. Core Qurriéulqin Materials B

x

. Depending upon the program sponsor and the craft or trade, a wide variety of subjects and topics
might be included in the related sub]ects instructional experience. Topics might logically include
information associated with tools, measurement, science, materials, communication, blueprint reading,
mathemaucs, labor relations, marketing and a vaniety of pther subjects. CONSERVA, Inc. has developed
a core curnculum of materials for apprentices to use during the first or second years of appr‘entlceshlp ' .
related subjects training. Nine of the booklets are about critical subject areas for apprentlces as
determmed by a national group of experts on apprenticeship and training. The tenth booklet 1s an
insteuctor's guide and mtroduces the other booklets and explains how to use the matenals 1 the
instructional setting. ‘

" The materials are designed to be used with other related subjects instructional matenals. They can be
employed in one of two ways. (1) the materials can be used as the total instructional matenals pack age for
some trades, in subjects such as basic science, measurement, and working in organizations. or (2) they can
be used as supplementary. introductory or practice materials in subjects such as basic mathemaucs, safety
and an introduction to apprennceshlp

The Booklets are written in a self- instructional, self-paced format. They can be used erther in
mstructor supenvised or independent study arrangements. Each booklet and each chapter is writtén as a
distinct unit and is addressed to a'single major topic. This means thatnstructors or apprentices can select
indmidual booklets or chapters without necessarily using every booklet or every chapter withina booklgt.

. The booklets emphasize application of facts. concepts and skills. Matenal is presented by means of
written information, visual illustration and applied example. The discussion for most major topics also
ion section that requires trainees to demonstrate what they are learning. In addinon,
ins a section entitled Self-Test Exeruses that contains questions, problems and
exerases for appréntices towork through as a final application of the knowledge or skill and to show that
they have mastered the materials. -

The content of the'core curriculum is presented on the following pages Topics within subject ar€as
are histed for each booklet. Remember, gach module can be used independently of every other madule.

+

A Basic Core Curriculum
J General Nature and Orgamzatlon of Apprenticeship
* Related Subjects Instruction”
o Instructing Adults: Your Role and‘Charactenstlcs of Adult Learners
¢ Core Curriculum Materials

Introduction To Apprenticeship /
o The Apprenticeship Training Program
s Rights and/Responsibilities g '

Basic Measurement g .

B ¢ Units and Tools of Measurement *
- ¢ Surface Measurement ' '
¢ Volume and. Weight Measurement N
e Accuracy and Precision , ' 1 6

- ERIC o ,

L .
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Interpersonal Skills and Communication
o Cammunication Requirements and Components
« Listening N
o Asking Quesuons
Sketching. Drawing and Blueprint Reading
o Lines. Symbols and Lettering
o Dimensions and Scale -
s Projection Types
o Sketching and Drawing
e Bluepnnt Reading . r

Basic Physical Science
o Work, Power and Energy
o Mechanical Energy and Mechanics
e Hegt Energy
» e Electnical Energy

Working in Organizations
o The Nature of Orgamzanons
o Work Behaviers ’
o Pride 1n Work

BasicYSafety I
» Typical Accidents and Their Prevention
o Pre-job Safety Planning -
o Satety Laws
o Acadent Reportuing
Basic Safety 11
"« Using Protecuve Devices and Clathing -
» Using Tools and Equipment Safely
» Frandling Materials Safely
-o‘?Using Ladders and Scaffolding Safely
+ Basic Mathematics ¢ ?
o Arithmetic Operations
« Fraceions B
» Formulas and Tables '

% w
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Core Curriculum Materials
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Working through the buoklets will.require apprentices to read the text. to answer the questions, to
perform the exerases and to complete the pretest and posttest instruments. They should expect tospend
from two to fve hours working through each booklet. The only resources they will need to complete the
bookléts are. (1) a cupy of the bouklet, (2) paper and'a penal or pen: 3) aruler. and (4).several hours of time.

The matenals are written 1 a self-instructional, programmed format. Trainees may work through
the teat. examples, and questions at their own pace and leisure: They need not complete theirwork in &

M + .

booklet at one sitting.

Each chapter in the booklets 1s devoted to a single skill, competency or unit of knowledge. The

- general format of the chapters is similar, with the following parts:

kA chapter overview containing all the necessary information trainees need tokn

to work through the chaptpr.

O

LRIS |

¢ ’

’

ow in order
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, 2. An introduction descnibing the knowledge or skill and the instructional objectives for the .

information,

3. Principles, examples, and applications presenting and explaning thegfontent as well as
. offermg apprentices practice opportunities to apply the information.

4. Additional sources of mformatton ) .

5. A self-test exercise for applymg the information under consxderatlon

o "Each boukiet concludes with an appendix that contains the answers to the pretest, the self-test .
exercises from each chapter and the posttest. - to
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5. Additional Resources

- -

_In additron to these matenals, there are several other sets of matenals that you might consider using
within your program. Several of the more prominent sets of such materials are hsted below. The list is
ntefided to demonstrate that matenals are available and 1s not intended as an exhatstive listing,

. 1. ACore Curriculum of Related Instruction for Apprentices. - ’ .
N\ Ths series of moduleswas developed by the New York State Education Department andthe .
Umversny of the State of New York. Titles of modules include: * Introductloqto Appren-
tlceshlp “Safety,” "Mathematics.” “Human Relationss’ “Industrial and Labor Relations,”
“Issues n Economics,” “Persdnal Economics and Financial Security,” and “Communica-
tion.” Fhe bdoklets are instructor guides to these topjcs. Each contains information on

_content, instructional suggestlons and background information.

. 2. California State Department of Education Series far Apprentices.
This series was prepared by the State Department of Education in conjunction with -
representatives from trade and industry. Materials are available for several dozen trades.
. Each set of materials includes a téacher's guide, an apprentice workbopk and test materials.

3. The Curriculum and Instructional Mate’#kzls Center of Sttllwater Oklghoma Series.
This seneés includes vocational education and apprenticeship materials for a variety of
trades including an open-shop sector training program in construction trades‘ﬁieveloped in
conjunction with the Associated General Contractors of America Mater;{als include teacher
guides, trainee workbooks, competency tests, and guidelines. ~

~

4. Job Safety Series. o , .
This senes, prepared by the Center for Occupational Research and Developmeht, Waco, s :
Texas, under contract to the U.S. Department of Education, is aseries of self-instructional .
booklets. Each booklet is addressed to a different safety problemsuch as “material hoist .
safety.” About fifty safety topics are addressed in the .mater/xals. ‘
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